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Shelton State Library 

HOW THINGS WORK IN THE LEWIS LIBRARY ON THE FREDD CAMPUS 

8/10/11 

See these related materials: Louise Boyd Lewis Library on the C.A. Fredd Campus 



Mrs. Louise Boyd Lewis 

Privileges at the Lewis Library 

Floor plan 

Memo re: Maxing out of the Lewis Library (in production) 

Location: 

Room 100 (Library), Room 100B (Storage Closet), Room 100C 
(Office) 

Keys: 

Library and Closet Key - BA1; Office Key BB1 

Keys are available through the college's Key Request Form, but 
Security can let employees in when needed. 

Hours: 

M-Th 8:00 am - 5:00 pm 

F 8:00 am - 12:00 pm 

Depending on staffing needs at the Martin Campus; Lewis Library 
is usually closed if library staff is ill or during campus meetings, 
etc. When necessary Lewis Library may be closed so that staff 
can work in Brooks-Cork Library on the Martin Campus during 
emergencies, illnesses, etc. (because of the significant proportion 
of students and use on the Martin Campus vs. the Fredd Campus) 

Staff: 

Jean Mack (primary staff member at Fredd) 

Library Circ Clerk (rotates between campuses with Jean M.) 

Work study needed to be available so that library staff can take 
breaks, go to lunch or meetings, etc. All work studies are hired 
through Federal Financial Aid. 

Priorities: 

Basic reference services 

Basic computer access for enrolled students or potential students 
(see Privileges handout) 

Basic library access 

Basic AV services 

Budget: 

Funds for library resources and services in the Lewis Library come 
from two sources: Title III and institutional (i.e., "regular") library 
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Title III: 


accounts. Anything that directly serves students (e.g. ; books, 
periodicals, databases, ILS, furnishings, computers, etc.) can be 
purchased through Title IN. Library staff and anything that they 
need (i.e., office furniture and supplies) are funded through 
institutional accounts. (Title III generously covers training, travel, 
and professional development for all library faculty and staff. 

Title IlCjbrovides approximately $26,000 + for library purchases 
annually, but Ronald Range will often pick up additional costs, 
such as ILS or database costs upon request. Since the ILS and 
databases serve all students, using Tide III funds is appropriate. 
However, an effort should be made for a reasonable percentage 
or amount based on the number of students served (i.e., not the 
whole ILS package, for example). 

The Fredd Campus was originally an HBCU institution and it's 
HBCU status has been extended to the college as a who e. As a 
result, Title III funds are a steady source of income for the college 
but must be usedTcTEenefit the students and programs housed 
on that campus. The library benefits greatly (see Budget above). 
The library director also serves as the Activity ^Director for Title 
III, which is related to library services on the Fredd Campus. 

There are currently no requirements for reports or specific 
activities, but an evaluation of Title III is conducted annually 
through a visit from an outside consultant. At this meeting, the 
library director generally provides a ledger sheet showing uses of 
funds, a list of professional development or training activities 
funded through TitleJJI, a list of professional development 
activities or achievements of the library director (because he/she 
is the Activity^ Director), and a brief list of changes or 
improvements in the Lewis Library for the past year. This 
meeting occurs in the fall (usually October) and achievements are 
considered for the preceding October 1 - September 30 year). A 
one-page written report is helpful to the outside evaluator, who 
calls and makes an appointment with the library director in 
advance. 


HBCU Library Alliance: The Shelton State Libraries maintain a membership in the HBCU 

Library Alliance to stay in touch with issues and concerns of HBCU 
libraries. Membership is paid annually thrQMgh_TitIje IH funds, as is 
travel when/if Shelton State library faculty or staff participate in 
conferences or meetings. The library director or Library Outreach 
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Specialist may participate if the topics or issues to be discussed 
seem useful. 


Making Purchases: 


Issues: 


Student Appreciation 
Day: 


Title III requisitions must be made on paper requisition forms, 
approved by the library director, then the Dean of Instruction 
(Palombi) and then the Director of Title III (Ronald Range). Teresa 
Sprowl at the Fredd Campus enters Title III requisitions into 
APECS, sends an email to the library director, and keeps the 
original. The BO sends a copy of the approved PO to the library, 
where it can then be handled according to usual procedures. 

The Library Accounts Manager will have detailed step-by-step 
procedures for logging and handling purchases from both Title III 
and instructional library accounts. 

The Fredd Ca.pus is nrore "closed" For security reasons than the ^ 
Martin Campus, which means they attempt to limit people who 
have access to resources and services. This affects the library's 
community service policy. See the Privileges list for more details 
about restrictions. 

The Lewis Library is maxed out in terms of space for seating and 
resources. A memo will be sent to the President, the Dean of 
Academic Services, and the Director of Title III describing this 
situation. There is no space for growth for the collection, even 
with aggressive weeding, and no additional space for computers 
or student seating. 

Each year, the Shelton State Libraries offer "Student Appreciation 
Day" as a means of attracting students to the library and getting 
them across the threshold. This is accomplished through a give¬ 
away of items purchased (and labeled accordingly) through Title 
III. Traditionally, the package includes a book (to promote 
reading), handouts about the library and its services, along with 
other items that seem relevant for students (e.g., flash drives, 
backpacks, planners, calculators, etc.). The request is made in the 
summer to Ronald Range for funds and then requisitioned so that 
all items are received prior to the beginning of the fall semester if 
at all possible. A date is set for early in the semester to attract 
students early in their time on campus. 
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